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1 PURPOSE 

This instruction explains how the Training Coordinator tracks, schedules and retains records for the 
variety o f  required training and qualifications on Site 

2 SCOPE 

This instruction describes how to track and schedule Classroom, Computer Based and Job Specific 
training This instruction also describes how to retain training and qualification records 0 
3 DEFINITIONS 

Individual Emdovee Profile (IEP) - A program in the Training & Scheduling Records (TSR) datab 1 c 

which records training course completion and upcoming training dates fiom a list of predetermined 
courses as related to a specific individual 

Organizational Training Reauirements Document (OTR) - The document which details the trainiii, 11. f 
qualification requirements, including core training and job-specific training, for personnel in posit I \ W -  

that are not covered bv a Training Implementation Plan (TIPXe g non-nuclear facilities administr i 1 1 \  

etc ) 

Training Coordinator - An individual who is given the overall responsibility for the tracking schedul . 
and documentation o f  required training for a project facility or organization 

Training Imdementation Plan (TIP) - The document which details the training and qualification 
requirements including core training, job-specific training and position or task-specific qualificat Icvi 
documents, for personnel in positions identified in the Training Implementation Matrtx (TIM) relati\ L 1 

each nuclear facility As such, the TIP is the primarv implementing document for the RMRS TI\1 

Instructor/Develooer - An individual who is qualified to deliver job-specific training 
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4 INSTRUCTIONS 

4 1 Process to Track Penonmi Training Usmg IEPs 

4 1 1 The IEP system 1s a program in the Traimng & Scheduling Records (TSR) 
System that allows the Training CoonSInetKK to track persame1 triuning and 
qualificatronr, The IEP system is autamatdly updatsd by TSR Each Training 
Coordrnstor sets up an IEP for each cmplovee .mtbm hw or her area of 
reSponslb1llty 

4 1 1 1 The Traming Coordinator in consultaaon wtth kihty personnel, 
completes a TIP (or OTR, ~fnppltcrbk) for esch group 

4 1 1.2 The Tnuarng Coordrnator uttlms m k m  fkm the TIP (or 
OTR, d applicable) to make IEPs. 

4 2 1 Each Tratning Coordinator must hove access to the TSR system, which IS 

controttad by Plant Training Records To o h  acce~~, the Traming 
C d -  must ccmtact Plant Tmuung Records aad complete requid 
paperwork 

4 2 2 The TSR system hss the ability tugencratt a Natdbbm OfTrammg form thdr 
the Tmmng Coordinator prints once tramnrg h a s h  sebduled. The Training 
Cootduubot wall send the Notificmon ofTraraiag form to tba employee s 
manager a m m m m  of two weeks b e k  thcefaas is to be taken. 

4 2 3 Once tlrc s m p l o p  has successfully eompte#d ths tmrung, the employee u ill 
forward the compktcd Notification of Tmming faim wit# the motructor’s 
signrrturr 80 the Tmnmg CoordimF who wll p b  fhe fm mto the 
employee’s tnuRmg record 
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4 2  1 The TSR svstem will automaticallv update the IEP showing when the training 
was completed 

4 3 Process to Schedule Personnel for Computer-Based Training (CBT) 

4 3 1 Once the Training Coordinator determines what CBT courses the employee 
needs the Training Coordinator w i l l  ensure training is scheduled at one of the 
CBT Satellite Centers 

4 3 1 1 Schedule training at the T130E Satellite Center bv calling X6473 

4 3 1 2 Schedule training at the T750B Satellite Center by calling X45 14 

4 3 2 The Training Coordinator will print out a standard Notification of Training 
form and send it to the emplovee s manager a minimum of two weeks 
before the class is to be taken 

4 3 3 The employee will sign an attendance roster when reporting to the 
Satellite Center to attend training The Training Specialist sends 
completed attendance rosters to Plant Training Records so the information 
can be entered into the TSR svstem 

4 3 4 Once the employee has successfullv completed the training course the emplovee 
will forward the completed Uotification of Training form with the Training 
Specialist s signature to the Training Coordinator who will place the form into 
the employee's training record 

4 3 4 1 If for anv reason an emplovee can not attend a scheduled training the 
employee and/or supervisor should call the Satellite Center bv no later than 7 30 
AM the dav of the training for dav shift 3 30 PM for afternoon shift or 5 30 
AM for the midnight shift 

4 3 5 The TSR system will automaticallv update the IEP showing when the 
training was completed 

4 4 Process to Schedule Job Specific Training 

4 4 1 Once the Training Coordinator determines what Job Specific training the 
individual needs, the Training Coordinator will notify the designated 
InstructorDeveloper 

4 4 2 The employee will sign an attendance roster (if applicable) when reporting 
for the Job Specific training The InstructorDeveloper sends completed 
attendance rosters andor completed qualification documents to Plant 
Training Records so the information can be entered into the TSR system 
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4 4 3 I f  for any reason an employee can not attend a scheduled training, the employee 
andor supervisor should contact the Training Coordmator as soon as possible 

4 4 4 The TSR system will automatically update the IEP showing when the 
training was completed 

4 5 Retaming Training Records 

4 5 1 The Trrunmg Coordmtor will create a trruntng record fix each individual 
assigned to the Tmntng Coordinator 

4 5 2 Every tune training has been completed, the employee ts requid to return 
the signed Not~ficat~on of Training tbnn to the Trammg Cootrfinator to be 
placed into the employee's tratnmg record IF an employee received a 
certtficate fm completed troinmg, TEEN a copy dthb ccgtrficatc should also be 
forwarded to the Trarnlng Coordmator 

5 RECORDS PROCESSING INSTRUCTIONS 

The Tram~ng Coordlnabor processes m m g  completion documents (rtEeadmcc mstms, quaiification 
documents, c- ctc ) for record-kecpmg purposes in accodanw with tht i m o n s  m the Site 
TUM Non-record copies of traming c o m p h m  records are morntuwd if n d e d  by the Trarning 
Coordtnator for trachng and Schedulmg purposes A h ,  see IuHRsITR92 01, Development d Use of 
Truming Implementation P l m  (TIPs), which controls generation of the typIcat RMRS QA document for 
delineation of  tratnrng and qualificatmn requirements 

The followtng documents am inittatcd, proccsscd or maintruned as a result of thts Work Instruction and 
SHALL be processed as follows 

Tracking of Training 
Documents, including 

0 Notifiaons of tmnmg 

Completron Documents 
copies of Tralnhlg 

(rosterS,=afic-% 
quahficatlola 
documents, etc) 

0 IEPRemrts 

SHALL unpiamcm 8 
reasonable love1 of 
protection to prevent los 
and/or dcgr&ma 
Document(s) SlUtL be 
protected usiirzmg s & d d  
office filing cqqmmltuld 
methods when not In use 


